
Didja Know?

• Did you know that selecting the correct 

option for traveling to the airport is critical?

• You betcha!

• Take a look at the following to see what 

we mean.



Did you ever get one of these pesky 

pop-ups when you are

creating an authorization that involves

traveling to an airport?

Next page, please……





“Oh no!  All I am trying to do is

catch a flight at the local

Airport.  Am I really supposed

to prepare the dreaded Constructive

Travel Worksheet?

Uggghhhhh!

Where’s a stick?  

I want to poke my eye out.”



Oh, come on now!  You don’t really 

need to poke your eye with

a stick! 

You selected the wrong option

in the Mileage dropdown menu.



There’s the culprit!

Oops!



This is an easy fix.  Just go back to

Expenses – Mileage and make

the following change.



When driving to the

Airport, select the

Terminal option



Now you are on

the right track!



Ta-Da!

Now you ready to fire up 

the jalopy and head to the 

Airport.


